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Fragram Sugport Carter

Division of Payment Management
P. O, Box 8021
Rockville, Maryland 20852

MALiK EQUES’ F OR ’P %Y MENT INSTRUC '?I()N S

Gio to our website al www.dpm.psc.govy,

Look up in the upper left hand corney of the screen under DPM services, Click on
“Payment Mgmt System/Smartlink”,

Click on “Smartlink Pavment Reguest™,

In CAPTTAL LETTERS, type in your assigned User Name and click in the feld direotly
below. {Remember, this wilf always be your User Name!)

Type it your Password, then Click OKL (This iy ondy o temporary password, You will use
this to eeess the Smartlink System only !

You will now see a grey bar that sayvs, “Click here to access the P’r‘wmsem Muanagement
System™. Click on that grey bar. You are now going to changs vour lemporary password.,

Look all the way to the left side of vour sereen. (You mav need w “seroll down™, You will
see MY USER INFO. Click on it

Yol are now in the USER INFO SCREEN. '*’-‘f’ww Lser Name will be the first thing vou
see, preprinted for you. Below that is a field {or OLD PASSWORD. Please enter vour
temporary password given inglep 3. Then, {,i,gii.(:ia IN THE FIELD DIRECTLY
BELOW.

Your NEW PASSWORD is one that yon will ereate now, Your password must contain the
following:
it must be at least 6 charact :
it must be alpha-numerie (it must contain at least ONE letter anddor ONE number)
we recommend vou use capital letters for consistency with vour User Name which
st always be z:ammlued

Alter you decide on a password, type it in and CLICK IN THE FIELD DIRECTLY BELOW.



10, Inthe Confirm Password box. we Just want you to type in vour newly created password
ain, Adter doing so. click on CHANGE. Next, yvou wi il do | HH} R slep 1TA QR 118,

ft Bxplorer users ONLY . - Vil b a box that appears in the middie
( , “Eater Network Password™. Your User Name will be pre-printed, You
will newd to re-enter vour newly created password paly, Click ORL Go o siep 12,

LB, For Netseape Navigator users ONLY, You will get o message that say
“authorization failed”. Click on OK. The User Name may or may not be pre-printed in the next
sereen, 110 Es nob please reeenter it Re-enter your newly created password, once again, Click OK.
Gio o slep 12,

12, The next sereen should say, “Change Transaction Complete”,

13, Leok all the way 1o the lefl side of vour sereen, {You may need o “seroll down™ Click on
“Payment"™. You should now see "Request for Payment™ appearing below, Click on
B g % 1 )
*Request for Payment”,

4. Yourscreen should now say “Request for Payment™. There [s a blank box for yvou to enter
vour Account Number, Your Account Number is located as a reference in your letter,
Alter ty ¢ping this i, click on Aeeount,

15, Your Account Number will be pre-printed.
Pavment due date is the next business day's date. Please type 1 in with the
day/the full year, (For example, September 1, 2002 would be entered as: 09,

Expected Disbursement Amount is the amount you expect o spend! This refers only to
funds that you want to be advanced (Advances arve for immediate disbursement needs
ONLYY) ffthis request s for a cash advance only, (ype i the amownt of the sdvaice, If
you are requesting o reimbursemend, this showld be 1!

Cash on Hand can be positive, negative, or 0. 1010 is positive, it refers to the undisbursed

funds you have on _lsam fram a priov draw from PMS. Therefore, if this is vour first draw,
this number should not be positive. H vou are seeking 2 reimbursement today, hit the dash

key or (-) sign followed by the amount of the reimbursement you are seeking,

Payment Reguest Amount is the amount of money vou want divect-deposited into vour
bank aecount the next business day.

Click on Continue.
16, This screen confirms the amount of your request and displays the balance of funds currently

available in your Payment Management account. 1f everything looks correet, click on
Request Payment,
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